DEPARTMENT OF GENERAL SERVICES

SCHEDULE

0GS-830- 1 . no. .
REV. &/70 Records Menagement Divisien M 50
PAGE
. w. 1 of 3
MAYOR AND CITY COUNCIL OF OCEAN CITY, MARYLAND
AGENCY otvison
';‘:".‘ Description ' Retention
The General Goverrmment category includes those files
and records pertaining to the elected officials
(legislative), Administrative (executive). Excluded]
are those specific departments and groupings which -
are more logically listed by themselves.
TYPE OF RECORD
1. Transcribed Counc11 Meetlng Mlnutes - Approved Retain pemmanently, keep
original paper files for
5 years, then microfilm.
After validation of microt
film quality, the film
becames record copy and
the original paper files
can be destroyed. Silver
_negative film should be
transferred periodically
to Maryland State Archiveq.
2.. Council Meetings Agenda packs Same as Item 1.
3. Work Session Files (Agenda, Synopsis) Same as Item 1.
4. Executive Sessions (Notes & Record of Attendance) Same as Item 1.
5. Tape Recordings:

A. Council Meetlng - Transcrlptlon Approved A. Retain 3 years after
transcription approval;
thereafter destroy.

B. Work Sessions B. Retain 5 years after
transcription approval;
thereafter destroy.

C. Executive Sessions C. Same as Item 5SB.

6. Ordinances (Signed Originals) Same as Item 1.
7. Charter Resolutions (Signed Originals) Same as Item 1.

Schedule Approved by Dopmcno.
Agency, or Division Representative

Hell of Records

! Schedule Authorised H

%Aw /4“7*“/

e L 1 0 1995
6[ ]-.Z’_L__GEB' i VT"‘ . = Date " Stote Archivist

Fig. 8
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DGS-550-1A

RECORDS REVENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

EDULE
o P 50

PAGE
No. 2 of 3

@

item

Neo.

Description

Retention

10

q.n

12

13

14

15

16

Resolutions (Signed Originals)

Elections (List of Candidates & Certification)

Registration Rolls

OGaths of Office (Elected & Appointed)

Mayor and City Council Newsletters

Financial Disclosures - Annual Submissions as
required by Chapter 48, Code of Ocean City

Deeds, Mortgages, Easements-and Other Property
of interest to Town of Ocean City

Contracts, Leases and Franchise Agreements in Force

Contracts, Leases and Franchise Agreements Expired

Vehicle Titles of Town of Ocean City Owned Vehicles

Same as Item 1.

Retain permanently, keep
original paper files for

6 years, then microfilm.
After validation of micro-
film quality, the film
becomes record copy and the
original paper files can
be destroyed. Silver
negative film should be
transferred periodically
to Maryland State Archives.

Following receipt of a
"new" registration rolls
list, retain the "old"
rolls list 2 years follow-
ing validation of new list;
then destroy the old list.

Same as Item 9.

Same as Item 1.

Retain 2 years following
receipt and then destroy.

Non-permanent, retain paper
copies for convenience of
accessibility; "Working"
copies of records maintained
at County Seat (Snow Hill).

Retain as long as in force
and subsequently needed

within City Office; there-
after transfer to low access
storage location.

File in low access storage
location. Review expired
records periodically and

destroy when no longer needeq.

Retain title copy 3 years

after vehicle has been sold
then destrov,

Fig. 8A
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DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE e

(CONTINUATION SHEET)

PAGE
' ' NO. 3 of 3
Item : .
No. Description ) Retention

18 | General Correspondence Files - Screen Periodically
Separating Permanent and Non Permanent Records A. Permanent. Retain paper
‘ documents in office 3 years
following creation and then
microfilm. Upon validation
of microfilm, such film
becomes the record copy
and applicable paper docu-
ment may be destroyed.
Silver negative film will
be transferred periodically
to the Maryland State
Archives. :
B. Non Permanent records
are to be retained 3 years
and then destroyed.

»s - 042

Fig. 6A



JNSTRUCT IGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS B80-1)

7273
P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I_or /8

PAGE.

1 . DEPARTMENT /AGENCY 2.

DIVISION
MAYCR & COUNCIL OF O.C. ‘

3. WNIT

4. RECORD SERIES TITLE
' GENERAL GOVERNMENT

" DEFINITION-RECORD “RlESOA GROUP OF RELATED RECORDS NORMALLY IFILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPORES v

5. EARLIEST YEAR/LATEST YEAR
1892 To 1993

N THE SERIES.

Item 1. Transcribed Council Meeting Minutes -
Council Meetings

6. RECORD SERIES DESCRIPTION ‘nlmv DESCRIBE THE m oFr IN'ORIIATION[DOCU_CTS/'OM FOUND

INCLUDK THE PURPOSE OR FUNCTION OF THEK SEFIES )

Written summary or verbatim record of

.

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM

#/ucn. S1ZE 0O COMPUTER TAPE
‘t X BOUND BOOK O rFLOPPY DISK
0 AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SKRIES SEQUENCE
O ALPHABKTICAL
o ICAL
4 CHRONOLOGICAL
O GEOGRAPHICAL
O OTMHER(SPECIFY)

.. uom

B FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

0 OTHER{SPECIFY)

10. ANNUAL ACCUMULAT ION
B FILE DRAWER(S)
O MICROFILM REEL(S)
RUMSEN O COMPUTER TAPE(S)

| 11. pig 15 useD

O paILY 0 wEmaQY O MONTHLY

O orerERp(spEciFY) |
FILE BECOMES INACTIVE AFTER

- O MONTH(S) O YEAR{S)

_RUMDEN

T

! 13. CURRENT LOCATION{S) (BLDG.,FLOOR, ROOM)

- City Hall, 301 Baltimore Ave. Ocean City

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vas, seeciFY sraEncy or orFrice)
Ovges O NO

13. ACCESS RESTRICTIONS CYEs OnNo
{:r ves, criTe taw(s) & nEauLATION(S)

16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r vms.EXPLAIN
BRIEFLY AKD DESCRIRE ANY HARDRARK/SOFTWAREK )

OveEs O nNO

18. RECOMMENDED RETENTION

Permanent

19. NAME AND TITLE OF PREPARER 20.

Carol L. Jacobs, City Clerk

TELEPHONE NUMBER

(410) 289-8221 ext. 230

DATE

¢/17/2%

. DGS 830-4 {REVISED 2/87)

Fig. 7



LHSTRUCT 1QNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

7278

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace. L or 8

1 . DEPARTMENT /AGENCY 2.

DIVISION
MAYOR AND-COUNCIL OF O.C. '

3. wWNIT

" DEFINIT10ON-RECORD SERIES-‘ GROUP OF RELATED RECORDS NORMALLY FFILED AND USKD AS A UNIT FOR

AEFERENCE AS EELL AD RETENTION AND g]gmgr_uml :
4. RECORD SERIES TITLE ) 5. EARLIEST YEAR/LATEST YEAR
" GENERAL GOVERNMENT 1282 w0 1223

¢. RECORD SERIES DESCRIPTION (-nlmv DESCRIPE THE TYPES OF lnrom-non/pocumrs/rom FOUND

INCLUDK THE PURPOSE OR FUNCTION OF THK SEFIES)

LETTER SI1ZE O MICROFILM

0 LxGAL SIZE O COMPUTER TAPE
‘ O BOUND BOOK O FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

O ALPHABKTICAL
O MAMERICAL

¥ amonoLosicAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

Item 2. Council Meetings Agenda Packs - Agenda, correspondence relative to meetlng, memos
fram Department Heads, etc. .
7. RD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ’. VoLUME

& FILE DRAVER(S)

O MICROFILM REEL(S)

D COMPUTER TAPE(S)
“W‘“ D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
4 riLE DRAVER(S)
O MICROFILM REEL(S)
RUMEEN O COMPUTER TAPE(S)

O orweR|sPeEcIFY) |

| 31 piLe 13 useD
: 0 palLy 0 wEDQY O MONTHLY

12. pILE BECOMES INACTIVE AFTER

O MONTH(S) D YEAR(S)

“,i
13. CURRENT LOCATION(S) {BLDG.,FLOOR,RROCM)

- City Hall, 301 Baltimore Ave., Ocean City, MD

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, seEciry raency on orrice)
Ovys R nNO

18. ACCESS RESTRICTIONS GQYyEs O NO
(sr vs, c17x LaAw(S) & mrEcuLATION(S)

16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i1yr vRS.EXPLAIN
BRIEFLY AKD DESCRIBE ANY MARDBRARK/SOFTWARE )

OvyEs DO NoO

18. RECOMMENDED RETENT ION

Permanent -

19. NAME AND TITLE OF PREPARER 20.

Carol L. Jacobs, City Clerk

TELEPHONE NUMEER

410 289-8221 ext. 230

21. DATE

DGS 330-4 (REVISED 2/87)

: (///7/%>

Fig. 7




ANSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

(DGS 880-1)

¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

Pace. 3 __or 18

1. DEPARTMENT /AGENCY

MAYOR AND COUNCIL OF O.C.

2. DIVISION

3. WNIT

4. RECORD SERIES TITLE

' _GENERAL GOVERNMENT

[

REFERENCE AS WELL AS RETENTION AND DISPOS

* DEF IN1TION-RECORD ml“-‘ GROUP OF RELATED REICORDS NORMALLY FILED AND USED AS A UNIT POR

LTION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1982 10 1993

Item 3.

Work Session Files -

INCLUDR TNK

¢. RECORD SERIES DESCRIPTION ‘nlmv DESCRIBKE THK TYPES OF INFORMAT!ON/DOCUMENTS/FORMS FOUND
‘N 'FHE SERIES.

PURPOSE OR FUNCTION OF THEK SEMIES)

Agenda, synopsis, correspondence relative to meeting

S

7. SERIES FORMAT(S)
LETTER BI1ZE D MICROFILM
O LxGAL SI1ZE 0O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE QO VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SKRIES SEQUENCE
O ALPHABKTICAL
1 3MERICAL

O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

X FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
m O OTHER(GPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUIBEN 0 COMPUTER TAPE(S)

0 OTHER{GPECIFY)

I 1% pyg 1s used

O palLy 0 wKEKLY

o
MONTHLY

12. piLE BECOMES INACTIVE AFTER

O MONTH({S) O YEAR(SB)

T

- City Hall, 301 Baltimore Ave. 0.C. MD

3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

tir vus,
Ovygs D

14. 18 RECORD SERIES DUPLICATED ELSEWHERE?

SPECIFY 2.GENCY OR OPFicCE)
NO

18. ACCESS RESTRICTIONS

-Q YES
(1r vyes, civx Law({s) & mmoutaTION(S)

O NN O

16. AUDIT REQUIREMENTS

STATE O FEDERAL O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1r YRS.RXPLAIN

BRIKPLY AKD DESCRIBE ANY

OYEsS O nNnO

sanomans/sorveans) | '°

Permanent

RECOMMENDED RETENT ION

@

Carol L. Jacobs, City Clerk

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

DATE

6/(7/23

DGS 350-4 (REVISED 2/87)

(410) 289-822]1 ext. 230

Fig. 7




INSTRUCT IGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES.,

e

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

" MAYOR AND COUNCIL OF O.C.

2. DIVISION

FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273
. ! OF la
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE
1 . DEFARTMENT /AGENCY 3. UINIT

- DEFINITION-RECORD SERIESO“ GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
* GENERAL GOVERNMENT

REFERENCE AS RELL AS RETENTION ANMD DiISPOS

AND USKD AS A UNIT FOR
ITION PURFOSES

5. EARLIEST YEAR/LATEST YEAR
1972 1o 1993

+

Item 4.

N THE SERIES.

Executive Sessions — Notes and record of attendance

6. RECORD SERIES DESCRIPTION ‘nlmv DESCRIBE THK TYPES OF INPOMIATIM/DOCMTB/'OM FOUND
INCLUDK THE PURPOSE OR FUNCTION OF THEK SEMIES)

7. RECORD SERIES FORMAT(S)
LETTER SIZE O MICROFILM

‘UI.IGAI.BIZE O COMPUTER TAPE
O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALFPHABKTICAL
T MMERICAL
CHRONOLOG I CAL

..

VOLUME
8 FiLE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
m O OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

R FILE DRAWER(S)
D MICROFILM REEL(S)
RUMBEN O COMPUTER TAPE(S)

0 oreER(sPECIFY) |

P91 piee 15 usep

O pailLy 0 wERKLY

o
MoNTHLY

[

. City Hall, 301 Baltimore Ave. Ocean City, MD

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

12. FILE BECOMES INACTIVE AFTER
i O MONTH(S)

O YEAR(S)

Oves O NO

14, 18 m SERIES DUPL ICAYED ELSEWHERE?
ts» ves, srEcIFY rarNcY or OFrice)

18. ACCESS RESTRICTIONS

0 yEs
{sr vyes, ciTx LAW(S) & nREouLATIONIS)

16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1r vas,.XXPLAIN
BRIEFLY AND DESCRIBE ANY HARDNARE/SOFTWARE )

Ovyes O No

: ' ‘ L)
Permanent

RECOMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER

Carol L. Jacobs, City Clerk

20. TELEPHONE NUMBER

(410) 289-8221 ext. 230

o/17/23

DGS 3550-4 (REVISED 2/87)

Fig. 7




JHSTRUCTIONS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 :
d (DGS 380-1) - JESSUP, MARYLAND 20794 Pace. 5 or L3
1. DEPARTMENT /AGENCY 2. DIVISION 3. uNIT
" MAYOR AND COUNCIL OF O.C. '

- DEFINITION-RECORD SE:RIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

REFERENCE AS TELL AS RETENTION AND PIBPOSITION PURFOSES

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR
' GENERAL GOVERNMENT LJ2 . To 1993

6. RECORD SERIES DESCRIPTION (.RI"I.Y DESCRIBE THK TYPES OF IN'OI!IA'l'lONIDOCMTB/'Om FOUND
N THE SERIES. . INCLUDE TNE PURPOSE OR FUNCTION OF THK saErMmes)

Item 5. Tape Recordings: A.Council Meetings - Transcription Approved
B.Work Sessions - Transcription to synopsis complete
C.Executive Sessions — No transcription on regular basis

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SI1ZE O MICROFILM O ALFPHAEETICAL X8 FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL SIZE O COMPUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
RUKBERN a R cirY)
O BOUND BOOK O FLOPPY DISK }u(amoelcn. . O OTHER(SPE
o]
){Au:lo TAPE VIDEO TAPE O GEOGRAPHICAL $0. ANNUAL ACCUMULATION
0 OTHER(SPECIFY) O OTHER(SPECIFY) O FiLE DRAWER(S)
O MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)
0 OTHER({SPECIEY)

P10 piig 15 used 12. FiLE BECOMES INACTIVE AFTER

, O palLY 0 wEEKLY O MONTHLY O MONTH(S) O YEAR(S)
— RUREEN

' 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 158 RECORD SERIES DUPL ICATED ELSEWHERE?

- City Hall, 301 Baltimore Ave.. Ocean City,MD g';,;“g, ;;!c'" saENcY om orrice)

18. ACCESS RESTRICTIONS O yEs O no 16. AUDIT REQUIREMENTS
{ir yes, ciTx LAW(B) & REGULATION(S)
. . ONONE D STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1F vyas.RXPLAIN

. 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIRE ANY HARDRARE/SOPFTWARE ) .

. A. 3 years after transcription approval
OYEs O nNo g 5‘_ years gfter transcription approval
. Same as

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

{
Carol L. Jacobs, City Clerk (410) 289-8221 ext. 230 ('/ 7 /?_3

DGS 330-4 (REVISED 2/87)
Fig. 7




JUSTRUCTIONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

Pace. o __oF |8

1. DEPARTMENT /AGENCY

2. DIVISION
- MAYOR AND -COUNCIL OF O.C. '

3. UNIT

4. RECORD SERIES TITLK
' GENERAL GOVERNMENT

REFERENCK AS WELL AS RETENTION AND DISFOSITION PURPOSESR

* DEF INIT10N-RECORD m|‘s.h GROUP OF RELATED RKCORDS NORMALLY FILED AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

4220 7o 1993

same of which may be codified

6. RECORD SERIES DESCRIPTION ‘-nlmv DESCRIBE THE TYPES OF IN'ORHATION[DOCWTBIPOM FOUND

INCLUDK THE PURPOSE OR FUNCTION OF THK SEFIES )

Item 6. Ordinances (Signed Originals) - All ordinances enacted by the Mayor and Council,

[N

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM
ﬁ/uwu. S1ZE O COMPUTER TAPE
O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE ’.
O ALPHAEETICAL
E NUMERICAL
¥ amonoLoGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
X} FILE DRAWER(S)
O MICROFILM REEL(S)
, O COMPUTER TAPE(S)
D oTHER(SPECIFY)

$0. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)

RUNBER C COMPUTER TAPE(S)

O OTHER(SPECIFY)

110 wig 1s usep

O pajLy O weEmnay O MONTHLY

12. piLE BECOMES INACTIVE AFTER
R O MONTH(S) O YEAR(S)
RURBER

-1

3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

City Hall, 301 Baltimore Ave. Ocean City

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

17 vxs, srEcCIFY raEncy or OFrice)
Oves O NO

18. ACCESS RESTRICTIONS OYESs O no
{1r ves, ciTe LAw(S) & mEauLATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL D INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1pr vRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARK )

DYES O nNoO

RECOMMENDED RETENT ION

Permanent -

‘ 19. NAME AND TITLE OF PREPARER 20.

Carol L. Jacobs, City Clerk

TELEPHONE NUMEER

(410) 289-8221 ext. 230

21. DATE

of19 [93

DGS 3350-4 (REVISED 2/87)

Fig. 7




LNSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

2. DIVISION
MAYOR AND COUNCIL CF 0.C. ‘

P.O. BOX 278
PA OF
(DGS 380-1) JESSUP, MARYLAND 20794 o 1 "L&'
1. DEFARTMENT /AGENCY 3. WNIT

4. RECORD SERIES TITLE
' _GENERAL GOVERNMENT

- DEFINITION-RECORD SERIEBO“ GROUP OF RELATED RECORDS NOMMALLY FFILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOFITION PURPOSES '

5. EARLIEST YEAR/LATEST YEAR
1974 To 1993

‘SN FHE SERIES.

.Mayor and Council

6. RECORD SERIES DESCRIPTION (nlmv DESCRIBE THK TYPKS OF INPOMTION[DOCWTS/NM FOUND

Item 7. Charter Resolutions ( Signed Originals)

INCLUDK THE PURPOSE OR FUNCTION OF THK SEPIES)

~ Changes to City Charter enacted by the

8

7. RECORD SERIES FORMAT(S)
D LETTER SI1ZE D MICROFILM

y(l-lﬁll. SIZE O COMPUTER TAPK O NUMERICAL

O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SKRIES SEQUENCE 9.
O ALPHAEETICAL

yl’amoolcn.
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
@ FILE DRABER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
NUKBEN O oTHER(SPECIFY)

ANNUAL ACCUMULAT ION

O FILE DRAVER(S)

O MICROFILM REEL(S)
KUMBER 0 COMPUTER TAPE(S)

O ommrR(sPECIFY) |

I 19. piig 1s useD

O DAILY 0 wERKLY O MONTHLY

$1Z. pILE BECOMES INACTIVE AFTER
o O MONTH(S) O YEAR(S)
RUNERN

'
| 13. CURRENT LOCATION(S) {Bl.DG. ,FLOOR,ROOM)

- City Hall, 301 Baltimore Ave. Ocean City

14. 18 RECORD SERIES DUPLICATED ELSEWHERE?

t1r vzs, serEciPY rarncy on OPFicE)
Dvyes O NoO

18. ACCESS RESTRICTIONS CYEs OnNO
{sr vyes, ciTe LAW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

O NoNE O STATE O FEDERAL O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1r yes.m)PLAIN

SRIRPLY AKD DESCRIBE ANY HARDRARE/sorTwang)| '8 FECOMMENDED RETENTION
a Y-zs o0 no ’ Permanent -
. 19. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE . - T
e/17/43
CAROL L. JACOBS, CITY CLERK (410) 289-8221 ext. 230

DGS 350-4 (REVISED 2/87)

Fig. 7




LSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

72783
P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

WATERLOO ROAD

BoX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race. & or 18

1. DEPARTMENT /AGENCY
MAYOR AND CIOUNCIL OF:0O.C.

2. DIVISION

3. WINIT

4. RECORD SERIES TITLE
' GENERAL GOVERNMENT

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

" DEFINITION-RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1967 TO 1903

¢. RECORD SERIES DESCRIPTION ‘nnlmv DESCRIBE THE TYPES OF INFOMATION[DOCWTB/'OM PFOUND

INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES )

Item 8. Resolutions (Signed Originals) enacted by the Mayor and Council to honor
~individuals, set fees, etc., not changes to City Charter

7. RECORD SERIES FORMATY(S)
O LETTER S1zE O MICROFILM

8. RECORD SERIES SEQUENCE 9.
O ALFPHABKTICAL

VOLUME
O FILE DRAWER(S)

D MICROFILM REEL(S)

/t(umu. SIZE U COMPUTER TAPK .D NUMERICAL D COMPUTER TAPE(S)
“E““ O OTHER(SPECIFY
O BOUND BOOK O FLOPPY DISK ,l(umoolm (sPECIFY)

O AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

O GEROGRAPHICAL
O OTHER({SPECIFY)

10. ANNUAL ACCUMUAAT ION
O FILE DRAWER(S)
D MICROFILM REEL(S)
RUMSPER O COMPUTER TAPE(S)

O OTHER(EPECIFYY 1

b1t pitg 15 useD

Q palLY O wEDQY O moNTHLY

12. pFILE BECOMES INACTIVE AFTER

D 0 YEAR
MONTH(S) (8)

CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

City Hall, 301'Baltimore Ave. O.C., MD

14. 18 RECORD SERIES DUPLICATED ELSEWHERE?

tir ves, sPEcIFY sraEncy Or Orrice)
Oves D nNO

1$. ACCESS RESTRICTIONS
(17 ves,

OYEs OpnNO
ci1tx Law{s) & muauLaTION(S)

18. AUDIT REQUIREMENTS

D NOoNE O STATE O FEDERAL U INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1r vas.RXPLAIN

BRIKFLY AKD DESCRIRE ANY MARDRARK/SOFTWARE ) 18. RE fon
O ¥es 0O nNo Permanent
to. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
6lir/e3
Carol L. Jacobs, City Clerk (410) 289-8221 ext. 230

DGS 850-4 (REVISED 2/87)

Fig. 7




LLSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

PAGE.ﬁ_OF A8 |

1. DEPARTMENT /AGENCY

2. DIVISION
MAYOR AND COUNCIL OF O.C. '

3. UNIT

4. RECORD SERIES TITLE
' GENERAL GOVERNMENT

REFERENCE AS RELL AS RETENTION AND RISFOBITION PURFOSEN

" DEFINITION-RECORD SERIE:S-‘ GROUP OF RELATED RECORDS NORMALLY IFILED AND USKD AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1892 _ To 1992

‘N FTHE SERIES.

6. RECORD SERIES DESCRIPTION (IRIBPI.? DESCRIBE THE TYPES OF INNMTIM[MMTIINM FOUND

INCLUDK THE PURPOSE OR FUNCTION OF THK SEPFIES)

Ttem 9. Elections (List of Candidates & Certification)
Identifies those candidates who filed for municipal elections, certified
" results of elections by Election Board, list of residents who voted when available

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM
)K/ucn. SIZE O COMPUTER TAPK
' O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPK

L AUMERICAL

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE ..
O ALPHAEBKT ICAL

CHRONOLOGICAL,
O GEOGRAPHICAL
O oTHER(SPECIPFY)

VOLUME
O FILE DRAVER(S)
O MICROFILM REEL(S)
0O COMPUTER TAPE(S)
NGRERK O OTHER({GPECIFY)

10. ANNUAL ACCUMULAT JON
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUISER O COMPUTER TAFE(S)

D OTHER(SPECIFY )

31 pi1g 1S usED

a palLy O wExLY O MONTHLY

12. piLE BECOMES INACTIVE AFTER
I O MONTH(S) O YEAR(S)
NURERN.

r
! $3. CURRENT LOCATION(S) (ELDG.,FLOOR,ROCM)

. City Hall, 301 Baltimore Ave., O.C.MD 21842

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?
tir vxs, srECIry sroency or orrice)
OvEs O NO

18. ACCESS RESTRICTIONS OYESs OnNO
(1@ vyes, ci1Tx Law(s) & rEGuLATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1 vaS.RXPLAIN
BRIRFLY AND DESCRIRE ANY HARDNARK/SOFTWARE )

DYES D nNO

18. RECOMMENDED RETENT ION

Permanent

ts. NAME AND TITLE OF PREPARER 20.

Carol L. Jacobs, City Clerk

TELEPHONE NUMEER

(410) 289-822]1 ext. 230

DATE

617 /23

DGS 330-4 (REVISED 2/87)

Fig. 7




IHSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD .
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 .
‘ (DGS 880-1) JESSUP, MARYLAND 20794 pace (0__ or 'La“'
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
MAYCR AND COUNCIL OF O.C.

CORDS NORMALLY FILED AND USED AS A UNIT FOR
' DEFINITION-RECORD SERIES." ®7WOUF OF RELATED R

- REFERKNCE AS WELL AS RETENTION AND EI!m!M -
r. RECORD SERIES TITLE = ) 8. EARLIEST YEAR/LATEST YEAR
' GENERAL 4992 10 1993
' GOVERNMENT
i CORD DESCR BRIEFLY DESCRIBE THE TYPES OF IN'OHIATION[DOCMTIIPOM PFOUND
¢- FE SERIES IFTION ( SN ‘THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )
Ttem 10. Registration Rolls - List of voters registered to vote in Muncicpal
Limits of Ocean City, not on County voter list v
7. RECORD SERIES FORMAT(S) 8. RECORD SKRIES SEQUENCK 5. voLuME
O FILE DRAWER(S)
o yﬁ/
0 LETTER S1zE D MICROFILM ALPHABKT ICAL O MICROFILM REEL(S)
O LEGAL SIZE O COMPUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NGEBRN OTHER{ SPECIFY)
. O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL .
O AUDIO TAPE 0 VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
_p/on=R(SPECIFY) O OTHER(SPECIFY) D FILE DRAWER(S)
O MICROFILM REEL(S)
Computer Printout ROIER O COMPUTER TAPE(S)
O oNHERISPECIFY) 1

! 1. piLE 1S USED 12. F|LE BECOMES INACTIVE AFTER
' ' o O MONTH(S O YEAR(SB)
: Q palLY 0 wEDQY D MONTHLY ROWERE (s)
‘_ -
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) f14. 18 RECORD SERIES DUPL |CATED ELSEWHERE? '
' ’ ti1r vz, seecirvy rarncy or OPFicE)
-City Hall, 301 Baltimore Ave. 0O.C., MD 21842 0ves ONo
18. ACCESS RESTRICTIONS OYES OnNO 16. AUDIT REQUIREMENTS

(1r ves, ciTx taw(s) & rEouLATION(S)
. . . O NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {((F vES.RXPLAIN
BRIRFLY AND DESCRIBE ANY NARDWARE/SOPTRARK )

o o : Following receipt of new ,registration'roIl,.
YES No retain old for 2 years following validation
of new list and then destroy old list.

18. RECOMMENDED RETENT ION

are
v

‘ 19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

o/(7/F3 7

Carol L. Jacobs, City Clerk (410) 289-8221 ext. 230

DGS 330-4 (REVISED 2/07)
Fig. 7




JHSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

pace. _[| oF (8

3 . DEPARTMENT /AGENCY

2. DIVISION
MAYOR AND COUNCIL OF O.C. ‘

3. UNIT

4. RECORD SERIES TITLE
' GENERAL GOVERNMENT

" DEFINITION-RECORD m.“.k GROUP OF RELATED RECORDS NORMALLY FILED
REFERKNCE AS WELL AS RETENTION AND PISPOSITION PURFOSES

AND USED AS A UNJT FOR

5. mmsr YEAR/LATEST YEAR
To 1993

‘IN ‘FTHE SERIES.

Item 11.

the Town of Ocean City

6. RECORD SERIES DESCRIPTION ‘lﬂlm? BESCRIBE THE TYPES OF IN'OMTIONIDOCWTBIPOM PFOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEMES)

Oaths of Office (Elected & Appointed) Official signed Oaths of Office for
Mayor, Council and all appointed officials or appointed board members serving

7. RECORD SERIES FORMAT(S)
3&{uﬁm SlZE O MICROFILM

O LEGAL SIZE O COMFUTER TAPE

°

O BOUND BOOK D rFLOPPY DISK
D AUDIO TAPE D VIDEO TAPE
O OTHER(SPECIFY)

D OTHER(SPECIFY)

5. voLuME

O FILE DRAVER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

m D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUIBER O COMPUTER TAPE(S)

0 onvER(sPECIFY) |

L 11. pie 15 usep

0 pAILY 0 wvEBDQY 0 MONTHLY

12. FiLE BECOMES INACTIVE AFTER

D MONTH(S) O YEAR(S)

T

3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROQM)

City Hall, 301 Baltimore Ave. Ocean City, MD

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, sreciry saency on orrice)
0O yzs 0OnNO

183. ACCESS RESTRICTIONS o YES O No
(s yR8, civx LAwW(S) & azauLaTIONIS)

16. AUDIT REQUIREMENTS

ONoNE O STATE O FEDERAL D INDEPENDENT

17. I8 AN INDEX SYSTEM USED? (ir vES.EXPLAIN
BRIKFLY AND DKSCRIBE ANY HARDIMI/IO"'ARI)

Ovyes O nNo

18. RECOMMENDED RETENT ION

Permanent

’l’. NAME AND TITLE OF PREPARER 20.

Carol L. Jacobs, City Clerk (410) 289-8221

TELEPHONE NUMEBER

21. DATE

Cl17/3

ext. 230

DGS 330-4 (REVISED 2/87)

Fig. 7




JHSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD ' 727% WATERLOO ROAD

WITH RECORDS RETENT ION SCHEDULE P.O. BOX 278

(DGS uo-:) JESSUP, MARYLAND 20794 PAGE"LL_OF 'LB"'

1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

MEYOR & COUNCIL OF O.C. '

" DEF INITION-RECORD SER'ES.A GROUP OF RELATED REKCORDS NORMALLY FILED AND USKD AS A UNIT FOR

REFERENCE AS WELL AS RETENYION AND ngm!mm
4. RECORD SERIES TITLE ) 5. EARLIEST YEAR/LATEST YEAR
\ GENERAL GOVERNMENT 1983 1o 1993

6. RECORD SERIES DESCRIPTION ‘.RI"I.Y DESCRIBE THE TYPES OF IN'OIIIATION/DOCU_(TC/”M FOUND
1N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

Item 12..Mayor and City Council Newsletters - an annual newsletter mailed to all property
owners and registered voters in Ocean City outlining projects city is involved in
or services that city provides. Contains information of interest to property
owners and registered voters.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ’. VOLUME
O LETTER S1zE O MICROFILM D ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE U COMPUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
O BOUND BOOK O FLOPPY DISK }I(amooum . O OTHER(SPECIFY)
o o o
AUDIO TAPE O VIDEO TAPE GEOGRAPHICAL 10. ANRIUAL AGCUMULATION
& OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
Newgpaper KOMSER O COMPUTER TAPE(S)
. O onwep(sPECIFY) ]
| 31 pie 1s useD 12. FiLE BECOMES INACTIVE AFTER
' O DAILY 0 wEDQY 0 o O MONTH(S) O YEAR(S)
; MONTHLY ROWEXE {
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
) tsr vyes, seEciry sorncy on orFrice)
City Hall, 301 Baltimore Ave. 0.C. MD 21842 D yes D nNo
18. ACCESS RESTRICTIONS OYEs O nNO 16. AUDIT REQUIREMENTS

(1w vyus, ciTx Law({s) & mEauLATION(S)
- : : O NONE O STATE O FEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? ((r YRS .RXPLAIN

18. RECOMMENDED RETENT ION
BRIKFLY AKD DESCRIBE ANY HARDRARK/SOFTWARE ) .

OYEs D no Permanent -
‘n. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
C/17 /73
- Carol L. Jacobs, City Clerk (410) 289-8221 ext. 230

DGS 330-4 (REVISED 2/87)
Fig. 7




JUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVIESED RECORD SERIES. FORWARD
WIiTH RECORDS RETENTION SCHEDULE

. (DGS 380-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

BOX 2758
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace. _I3 or 18

1. DEPARTMENT /AGENCY
MAYOR & COUNCIL OF O.C.

2. DIVISION

3. WNIT

- DEFINITION-RECORD SE.RII:S-‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

4. RECORD SERIES TITLE
' GENERAL GOVERNMENT

REFERENCE AS WEKLL. AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1989  T10 1993

Ttem. 13 N PHE SERJES.

6. RECORD SERIES DESCRIPTION ‘nlmv DESCRIBE THEK TYPES OF INPOMTINCIDOCMTBl'Om FOUND

Financial Disclosures - Annual Submissions fram Mayor, Council, City Attorney, City Clerk
Department Heads, Division Heads, Members of Board of Zoning Appeals, Members of
Planning & Zoning Cammission, Members of Board of Adjustments and Appeals and the City
Manager. as required by Chapter 48, Code of Ocean City

INCLUDE THE PURPOSE OR FUNCTION OF THE sEPiEs )

2. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM
KL‘“L SI1ZE 0O COMPUTER TAPK
O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE
0 OTHER(SPECIFY)

8. RECORD SKRIES SEQUENCE ’.
O ALPHAEKTICAL
O NUMERICAL
CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLLME
O FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
'iﬁﬁ“"‘ O OTHER{SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)

RUNEER 0 COMPUTER TAPE(S)

D oYHER(SPECIFY) |

| 1%. pie 15 useD

O pAalLY 0 wEDqQY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
o O MONTH(S) O YEAR(S)
RUNEEN

]
-
[

! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)

~ City Hall, 301 Baltimore Ave. Ocean City

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

tsr vxs, sPrciFY roENCY OR OFFicE)
O yEs O nNoO

18. ACCESS RESTRICTIONS OYES ONoO
{1r vyes, ci7x Law(s) & rEoutLaTION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1r vaRS.KXPLAIN
BRIKFLY AKD DESCRIRE ANY MARDEARE/SOFTWARE )

OYES O NoO

18. RECOMMENDED RETENT ION

Retain 2 years following receipt and ‘then
destroy . SR

‘u. NAME AND TITLE OF PREPARER 20.

Carol 1. Jacobs, City Clerk

TELEPHONE NUMEER

(410) 289-8221 ext. 230

DATE

¢/17/73

DG8 330-4 (REVISED 2/87)

Fig. 7




JNSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace _IY oF l&

1. DEFARTMENT /AGENCY
MAYOR AND COUNCIL OF O.C.

2. DIVISION

3. UNIT

4. RECORD SERIES TITLE
' GENERAIL, GOVERNMENT

REFERKNCE AS RELL AS RETENTION AND DISPOSBITION PURPOSER

- DEFINITION-RECORD SERIES-A OfOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
1820  T© 1993

‘IN THE SERJES.

Item.
Ocean City

$. RECORD SERIES DESCRIPTION (""'XFLY DESCRIBE THK TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDKE THK PURPOSE OR PUNCTION OF THE SEPIES)

14 Deeds, Mortgages, Easements and Other Property of Interest to Town of

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE O MICROFILM
AXLEGAL S1ZE 0O COMFUTER TAPK
" D BOUND BOOK O FLOPPY DISK
D AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RXCORD SKRIES SEQUENCE ’.
O ALFPHABETICAL
O MMERICAL
O CHRONOLOGICAL
X8 GROGRAPHICAL
O OTHER(SPECIFY)

O FILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
NUEERR OTHER(SPECLIFY)

10. ANNUAL ACCLMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)

O oOTHER(SPECIFY) 1

| 82. wi1g 1S useD

O pAlLY 0 wEEXLY O MONTHLY

32. FiLE BECOMES INACTIVE AFTER
o O MONTH(S O YEAR(S
(s (s)

G

13. CURRENT LOCATION(S)} (BLDG.,FLOOR,ROOM)

© City Hall, 301 Baltimore,Ave., Ocean City

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vxs, seeciFry sarncy or orFrice)
OvEs O NO

18. ACCESS RESTRICTIONS OCYyEs O pno
(1w vyes, crTx Law(s) & mEouLaTION(S)

16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {ir vS.EXPLAIN
BRIKFLY AND DESCRIBE ANY HARDBARK/SOPFTWARE )

OyvyEs O NO

18. RECOMMENDED RETENT ION

Non-permanent, retain paper copies for -
convenience of accessibility; "Working
Copies of records maintained at County
Seat (Snow Hill)

’ID. NAME AND TITLE OF PREPARER 20.

Carol L. Jacobs, City Clerk

TELEPHONE NUMEER 21.

(410) 289-8221 ext. 230

DATE )

6/17/43

DGS 330-4 (REVISED 2/87)

Fig. 7




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

" MAYOR AND CITY COUNCIL OF O.C

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 278 18
(DGS 3B0-1) JESSUP, MARYLAND 20794 pace. (§ oF

1. DEPARTMENT/AGENCY 2. DIVISION 3. wNT

4. RECORD SERIES TITLE
 GENERAL GOVERNMENT

" DEFINIT)ON-RECORD SERIESO‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR
REFERKNCE AS WELL AD RETENTION AND RISPOBITION PURPOSES -

5. EARLIEST YEAR/LATEST YEAR
TO

‘SN THE SERJES.

6. RECORD SERIES DESCRIPTION ‘nlmv DESCRIBE THE TYPES OF IN'OMTIONIDOCWTBINM FOUND

Item 15. Contracts, Leases and Franchise Agreements in Force

INCLUDR THE PURPOSE OR FUNCTION OF TMK SEPTES )

7. REKCORD SERIES FORMAT(S)

D 1LETTER 5175 D MICROFILM

i LEGAL SIZE 0O COMPUTER TAPE
‘ O pouND BOOK O FLOPPY DISK
O AUDIO TAPE D VIDEO TAPE

O OTMHER(SPECIFY)

8. RECORD SERIES SEQUENCE ?. VOLLME
X ALPHABKT ICAL
O MUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

O FILE DRAWER(S)
O MICROFILM REEL{S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAYER(S)
O MICROFILM REEL(S)
RUMSEN O COMPUTER TAPE(S)

O orER(SPECIFY) ]

| 31. pig 1s useD

O palLYy O wEpay O MONTHLY

12. piLE BECOMES INACTIVE AFTER
o O MONTH(S) O YEAR(S)
RURERE.

b
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROCM)

14. 18 m BERIES DUPL ICATED ELSEWHEREK?Y
tir vas, srEciry raency on orrice)
Dvyes D NoO

15. ACCESS RESTRICTIONS OyYEs OwNo
(17 ves, civx rLaw(s) & rmauLATION|S)

16. AUDIT REQUIREMENTS

O NONE O STATE 0O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (I1r yms.mXPLAIN

BRIKFLY AKD DKSCRIRE ANY HARDEARK/ SOFTWARK )

OYEs O NO

18. RECOMMENDED RETENT ION

Retain as long as in force and subsequently
needed within City Office/ thereafter
transfer to low access storage location.

‘ID.NANEANDTITLEOFPREPM 20. TELEPHONE NUMEBER

Carol L. Jacobs, City Clerk

(410) 289-8221 ext, 230

21. DATE

G //7'/¢3

DG8 530-4 (REVISED 2/87)

Fig. 7




JHSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION' SCHEDULE
(DGS 380-1)

7278
P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace. b or (D

1 . DEPARTMENT /AGENCY

' MAYOR AND COUNCIL OF O.C.

2. DIVISION

3. UNIT

4. RECORD SERIES TITLE
' GENERAL, GOVERNMENT

- DEFINITION-RECORD SERIES-A OMOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERKNCE AS WELL AS RETENTION AND DISPOSITION PURFOSES :

B. EARLIEST YEAR/LATEST YEAR
T

‘tn THE SERIES.

6. RECORD SERIES DESCRIPTION (III"I.Y DESCRIBE THE TYPKS OF INNMTIONIDOCW'I’B,'OM FOUND

Item: 16 Contracts, Leases and Franchise Agreements Expired

INCLUDE THE PURPOSE OR FUNCTION OF THE SEPFIES )

7. RECORD SERIES FORMAT(S)

O LETTER SIZE D MICROFILM

XX LEGAL S1ZE O COMPUTER TAPE
‘ O BOUND BOOK D rLOPPY DISK
D AUDIO TAFE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE ’.
XV ALPHABKTICAL
O MUMERICAL
D CHRONOLOGICAL
0 GEOGRAPHICAL
O oOTMYER(SPECIFY)

O FILE DRAYER(S)

O MICROFILM REEL(S)
, O COMPUTER TAPE(S)

O OTHER{GPECIFY)

0. ANNUAL ACCUMULAT JON
0 FILE DRAWER(S)
O MICROFILM REEL(S)
RUIBER O COMPUTER TAPE(S)

0 omver(speEciEY) |

| 1% pyg 13 usep

0 palLy 0 wemnay O MONTHLY

.
-

12. pILE BECOMES INACTIVE AFTER
o O MONTH(S) O YEAR{S)
_RURBEN

r::. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

" City Hall, 301 Baltimore Ave., Ocean City

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

tir vys, serEcCiIFy sorNcy OR oFrFicE)
OveEs O NO

18 . ACCESS RESTRICTIONS OYEs O NO
(s1r ves, c17x Law(s) & mrEauLaTION(S)

16. AUDIT REQUIREMENTS

DNONE O STATE O FEDERAL D INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (tr YRS.EXPLAIN
BRIKFLY AKD DESCRIBE ANY MARDRARK/SOFTWARE )

OveEs D NO

18. RECOMMENDED RETENTION

File in low access .storage location. Review
expired records periocdically and destroy
when no longer needed.

‘lﬁ. NAME AND TITLE OF PREPARER 20.

Carol L. Jacobs, City Clerk

TELEPHONE NUMEBER

(410) 289-8221 ext. 230

21. DATE

¢/17/43

DGS 380-4 (REVISED 2/87)

Fig. 7




JNSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

pace. [T or [D

1. DEFARTMENT/AGENCY
MAYOR & COUNCIL OF O.C.

2. DIVISION

3. UINIT

* DEFINITION -RECORD ERIESO‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT 'OI

4. RECORD SERIES TITLE
' GENERAL GOVERNMENT

REFERENCK AS WELL AS RETENTION AND DISPFOSITION PURPOSEM

5. EARLIEST YEAR/LATEST YEAR
TO

i
TN THE SERIES.

Item 17.

§. RECORD SERIES DESCRIPTION ‘ulmv DESCRIBE THE TYPES OF INI’OMTION/DOCWTBIPOM FOUND

Vehicle Titles of Town of Ocean City Owned Vehicles

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MICROFILM
XK LEGAL SIZE 0O COMPUTER TAPK X8 NUMERICAL
‘ O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SKRIES SEQUENCE 9.
O ALFHAEETICAL

D CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

0. ANNUAL ACCUMULAT ION
O FILE DRAYER(S)
O MICROFILM REEL(S)
RUMBSER O COMPUTER TAPE(S)

O ovHER({SPECIFY) |

|31 wie 1 useD
O DAILY

0 wEnQLY O MONTHLY

12. F|LE BECOMES INACTIVE AFTER

o O YEAR(SB
Fumey __ © MONTH(S) (s)

-

3. CURRENT LOCATION(S) (BLDG.,FI.OOR, ROON)

_ .-Citv Hall, 301 Baltimore Ave,, O,C.. MD

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

tir vxs, sexciFry rarncy on oOrrice)
OvEs D wnO

18. ACCESS RESTRICTIONS O YyES O No
{i1r ves, ciTx LAw{S) & nzautaTIONS)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YRS .EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARK/SOFTWARE )

ODYEs O nNoO

18. RECOMMENDED RETENT ION

Retain title copy 3 years after vehicle has
been sold.

‘n. NAME AND TITLE OF PREPARER 20.

Carol L. Jacobs, City Clerk

TELEPHONE NUMEER

(410) 289-8221 ext. 230

21. DATE

6/17/23

DGS 330-4 (REVISED 2/87)

Fig. 7




IHSTRUCT IGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

7278

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race. |8 or {8

1. DEFARTMENT /AGENCY
- MAYOR AND COUNCIL OF O.C.

2. DIVISION

3. UNIT

" DEFINITION -RECORD SERIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

4. RECORD SERIES TITLE
' GENERAL GOVERNMENT

REFERENCK AS WELL AS RETENTION A_'.'.B_m_ﬁ_mrl_um_umm .
' ’ ) 5. EARLIEST YEAR/LATEST YEAR

TO

‘IN 'FHE SERIES.

Item 18.
non-permanent records.

6. RECORD SERIES DESCRIPTION (lllmv DESCRIBE THE TYPES OF IHPOBIATION[DOCMTI/'OM FOUND

General Correspondence Files - Screen periodically, separating permanent and

INCLUDE THE PURPOSE OR FUNCTION OF TMEK SEFIES)

.

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MICROFILM

ZLEGAL SIZE 0O COMPUTER TAPE
‘ D BOUND BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER( SPECIFY)

8. RECORD SKRIES SEQUENCE 9. VvoLLME
X ALPHABET 1CAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
D MICROFILM REEL(S)
RUNEER O COMPUTER TAPE(S)

1. pie 1s usep

Q palLy 0 wERKLY O MONTHLY

12. fFiLE BECOMES INACTIVE AFTER
o Tk o s o ()
ot s) YEAR

b
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

City Hall, 301 Baltimore Ave. 0.C., MD

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tsr ves, srEciFry saEncy or orrice)
0Oves 0O nNoO

O orvERp(sPECIFY) !

18. ACCESS RESTRICTIONS OYES ONO
{1r vyes, civx LAw(s) & nEauLATIONIS)

16. AUDIT REQUIREMENTS

O NONE U STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? ((r vS.®)XPLAIN

BRIEFLY AND DESCRIBE ANY MARDRARE/SOFTWARK)

OYEs D No

1A.Permanent.

18. RECOMMENDED RETENT ION

Retain paper documents in office
3 years following creation and then micro—
film. Upon validation of microfilm, such
film becomes the record copy and applicable
‘paper documents may be destroyed.

B. Non permanent-retained 3 years then destr

tl. NAME AND TITLE OF PREPARER 20.

Carol L. Jacobs, City Clerk

TELEPHONE NUMEER

(410) 289-822]1 ext, 230

21. DATE

o/17 /73"

DGS 380-4 (REVISED 2/87)

Fig. 7



